
Creating A 
Local Voucher



You will now create a local voucher. 
From the GovTrip home page, click on 
Local Voucher under Official Travel.



This is the local voucher home screen 
showing you a listing of all your local 
vouchers.  Click Create New Local Voucher
to start a new local voucher



In the expense date field, enter a date (this will be the 
document name). Since this is an example of a quarterly 
local voucher, make the date September 30, 2005. Then 
click OK.



The local voucher will open up to the Expenses screen.  Notice 
the Navigation Toolbar is condensed compared to the TDY 
voucher as there is no Itinerary or Travel section.



You can start entering expenses by clicking the drop 
down, selecting the expense & entering the cost.



Please note that since you selected a non-travel expense, you 
will be required to enter the appropriate budget object class 
(BOC) in a comments section (under Additional Options)

Click Save 
Expenses (not 
shown here) at 
the bottom of 
the screen 
when finished.



The expenses are now 
saved & listed on the 
right side of the screen.

If you have mileage expenses, you 
can enter that under the Mileage tab.



To add a POV mileage expense in a local voucher it’s the 
same process as you went through in the TDY voucher.

You won’t be adding a POV expense in this local voucher.



By clicking on the Receipts tab, you have the capability of 
attaching receipts in a local voucher just as you did in the 
TDY voucher.



Next, you need to select the 
accounting. By clicking on the 
Accounting tab, you can select 
the accounting by using the 
drop down and clicking the 
appropriate accounting,



The accounting should now be 
selected with the costs listed 
by expense category to the 
right of the screen.

Next, click on Additional Options
from the Navigation Toolbar.



The first screen under additional 
options is a comments screen (no 
charge for comments entered here). 

If you claimed a non-travel expense, 
you must place the appropriate budget 
object class (BOC) the expense should 
be charged to.

This is also for any other comments 
you would like your approving official 
to see. 



Once you have the 
comments entered, click 
Save Comments and 
Proceed to Payment Totals



The payment Totals screen is 
identical to the TDY 
voucher.  You can allocate 
disbursements to both your 
bank account and 
government credit card.

You also have the ability 
of editing your profile 
information by clicking on 
Profile. Go ahead and click 
on Review/Sign.



Review all of your expenses, accounting 
and comments.  Now scroll to the bottom 
of the screen and click Save And Proceed 
To Pre-Audit (not shown here).



If a pre-audit fail exists in a local voucher, you will be taken to 
the pre-audit screen to enter a justification for the fails.  This 
local voucher has an audit fail due to a non-travel expense 
being claimed.  In this case, you just need to enter the BOC that 
the expense needs charged to as the justification.



Once you have entered a justification, click 
Save And Proceed to Digital Signature.



On the Digital Signature 
screen, the stamp will 
default to SIGNED. Click 
Submit Completed 
Document.



Click Accept to proceed.



Click Save and Continue to proceed.



The local voucher is now in a SIGNED status awaiting 
the next step in the electronic routing process i.e. 
reviewer, approver, etc. 
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